“eels reliminary to the ‘present be

~case “a’ ‘b

mater ials,

g‘" in dates of a se.ies will’be

indicated by lower case ‘When both preliminary collateral
matertals ire arranged on the same reel, the identificat: lon _j_symbol
- will contain Iower case “p:s’”’. In cases in which the additions -
will fill gaps at present interveningw;thhi a series of €ons ecutively
numbered reels, lower case “a”’, *p”’ , etc. will follow the reel number

- so that the ‘material may be placed in its pror chronbloical pro-.

gression.

When ; ;__uplicate records or materials of a similar kf,_ d are allo-
cated to the same numbered part and appear on consecuti*‘v‘f'el‘y’ num-
" bered reels within overlapping periods of years, - 010 e’ , etc.
mll follow the reel numbers in’ order to show date progression. - In
- states where there are two or more companion series of records
- running concurrently over the same period of years in Parts 2 and 3

the m?zt?? als will be arranged on separate series of reels and lower

When materials are not suff icient in volume to ma.ke it feasible
to arrange parts or classes serially on separate reels, a comp031te
- reel or series of reels will be arranged chronologicall ‘with parts

~and classe‘i.j.grouped under the general classification scheme. In. such .

- cases the symbols of the lettered classes will appear in the table of

~ contents fo owing the unit number and the symbols of the n“mbere i

parts will appear to the left of each entry within the unit. T
- reels will bear the caption of the political entity concerned a reel RS
' number with inclusive dates, and that part of the symbol which y be i
applicable ,,o and inclusive of the materials . e

These

- cataloging, 'shelving and marketing the reels and use of the material
by studentsi dictate a hundred feet as the practical length of a stand-
ardized reel of microfilm. The retention of association of
- within their proper holding collections the identification of their
origmal issuing authority '
 items and hybrid materiais present additional problems in making -
- up mdividual reels. These considerations require a continuing .
- readjustment of the arrangement scheme to meet new situations and B
to allow for contingencies arising in future preparat
N otes and cross references in the table of contents are being used
- as alds in locating and correlating materials which may 1oy icall

~appear to be displaced from a normal order. In time a eneral index a
- of the collection will prov ide a ore adj_;__,j:':_,".,_»uate ﬁnding tool AT

L

]ames Hiatt and Peter L Long microfilmed most of the
Law: rence B. Horvath prfreadthe:ﬁlm:and‘Wigllia» R Sty
bled and rearranged the material ‘and prepared
Proper reference

Pullen assem
- of contents for the reels composing Class E.

 citation to be made by users of the microfilm will be RSUS. "'f‘iafollowed o

by the reel symbol and number and the?unit number.

, etc. will be assigned to the part number. . -

strictly in grouping certain
types of materials on some of the reels due to practical factors in-
- volved in their physical assembly. Economy and facility in printmg, s

materials G

and the inclusion and preservation of stray

fion Of reels. Fr .



